U.S. Department of COMMANDING OFFICER 444 SE QUINCY ST.
Homeland Security U. S. COAST GUARD TOPEKA KS 66683-3591
PERSONNEL SERVICE CENTER Staff Symbol: P&D

Phone: 785-339-2214
Fax: 785-339-3772
Email: psc-prc@hrsic.uscg.mil

United States
Coast Guard

PSCNOTE 5000
24 OCT 2003
CANCELLED: 24 OCT 2004

PERSONNEL SERVICE CENTER NOTICE 5000
Subj: BAH, DEPENDENCY AND EMERGENCY DATA FORMSAND REPORTS

Ref: (a) Personnel and Pay Procedures Manual, PSCINST M1000.2(series)
(b) U. S. Coast Guard Pay Manual, COMDTINST M7220.29(series), Chap. 3-F
(c) Coast Guard Personnel Manual, COMDTINST M1000.6(series), Chap 18-A

1. Purpose. This notice publishes changesto the process and procedures, described in Chapter 5 of
reference (a), for the maintenance and annual verification of Basic Allowance for Housing (BAH),
dependency and emergency data.

2. Action. Follow the procedures set forth in this notice to ensure compliance with the requirementsin
references (b) and (c) for the maintenance and annual validation of BAH, dependency and
emergency data.

3. Directives Affected. The contents of this notice will be incorporated in the next change to
reference (a).

4. Discussion. The BAH/Dependency/Emergency Dataform, CG-4170A, has been used for many
years as the vehicle for recording and verifying a member’ s dependency and emergency data. The
CG-4170A is acomputer-generated form, which only Servicing Personnel OfficesyPERSRUS can
print or modify.

a. While some of the information on the CG-4170A, such as dependency data, must be keyed into
the pay and personnel system to facilitate accurate payment of BAH and other entitlements, there
IS no requirement to maintain (in the pay and personnel system) designation of beneficiaries for
the Death Gratuity, Unpaid Pay and Allowances or Person to Receive an Allotment of Pay if
Missing or Unable to Transmit Funds. Such designations must be made in writing, signed by the
member and withessed. CG PSC-2020D, Designation of Beneficiaries, has been developed for
this purpose.
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b. CG PSC-2020, Dependency Worksheet will continue to be used as the source document for
recording dependents for BAH entitlement purposes. Dependency datais entered into
PeopleSoft by Servicing Personnel OfficessPERSRUs. Computer-generated BAH/Dependency
forms are available in PeopleSoft to facilitate the annual validation required by reference (b).
The computer-generated BAH/Dependency forms will also be used to record approval of
dependents by PSC (LGL) when required.

5. Process. This section provides an overview of the process for updating and validating BAH,
dependency, beneficiary designations and emergency contact information.

a. BAH/Dependency Information. Per reference (a), BAH/Dependency information, must be
provided to the Servicing Personnel Office/PERSRU by all active duty and reserve members and
cadets upon:

Initial entry into the Coast Guard or Coast Guard Reserve

Reenlistment after abreak in service

Change in status from enlisted to officer or officer to enlisted

Recall to active duty of retired members

Reporting to a new Permanent Duty Station

Anytime amember acquiresinitial or additional dependents

When any material change occurs in dependency status. (Separation, divorce, death of
dependent, dependent entering the Armed Forces, voluntarily withdrawing dependency
claim, etc.)

(1) Form CG PSC-2020, Dependency Workshest, is the source document for BAH/Dependency
information. The Servicing Personnel Office/PERSRU will enter the dependency dataiin
PeopleSoft and generate the BAH/Dependency form (old CG-4170A) for the member’s
signature. The signed BAH/Dependency formisthen filed in the PERSRU PDR.

b. Beneficiary Designations. Beneficiariesfor Death Gratuity, Unpaid Pay and Allowances and
Person to Receive Allotment of Pay if Missing or Unable to Transmit Funds are designated by
the member on form CG PSC-2020D, Beneficiary Designations. A CG PSC-2020D must be
completed and forwarded to the Servicing Personnel Office/PERSRU by all active duty and
reserve members and cadets per paragraph 5.a (above) and when the member desires to change
beneficiary designations. Beneficiary designation policy can be found in Chapter 18 of reference

(©).

(1) The original signed, witnessed, CG PSC-2020D isfiled in the PERSRU PDR. Units that
maintain unit PDRs should retain a copy for filing in the unit PDR.

c. SGLI/Family SGLI Elections and Beneficiary Designations. Servicemembers' Group Life
Insurance (SGLI1) and Family SGLI elections and designation of beneficiaries are made using
SGLV Forms 8286 and 8286a. These forms are completed by the member and forwarded to the
Servicing Personnel Office/PERSRU where the member’ s election is recorded for payroll
deduction purposes. Beneficiary datais not entered in PeopleSoft, only the member’ s election
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and, if applicable, coverage amounts are recorded. SGL I elections must be verified per
paragraph 5.a (above).

Emergency Contacts | nformation. The member enters and reviews their Emergency contacts
information in PeopleSoft or, in the case of units with insufficient connectivity a supporting unit
can print the Emergency Contact Information report and send to the member or unit for
verification. The user can either update the information using PeopleSoft self-service, or make
the necessary changes and return to the support unit for data entry.

6. Annual Validation of BAH/Dependency and Emergency Data. Per reference (b) members must

verify their BAH entitlement and certify dependent status annually during the month of November.
Member’ s beneficiary designations and emergency contacts are also certified annually in November.

a

Servicing Personnel Offices/PERSRUSs and units (if they have the administrative capability) may
utilize the CG-4170A annual validation process prescribed on page 5-C-2 of reference (a) to
complete the annual validation. New CG-4170A forms can no longer be created. The form has
been replaced, in PeopleSoft, by the BAH/Dependency Data form and the Emergency Contact
Information report. If the member notes the need for any corrections or changes to the
beneficiary designations sections of the CG-4170A, a CG PSC-2020D, Designation of
Beneficiaries, must be completed and forwarded to the Servicing Personnel Office/PERSRU. If
changesto BAH eligible dependent data are required a CG PSC-2020, BAH/Dependency
Worksheet, must be completed and forwarded to the Servicing Personnel Office/PERSRU. The
Servicing Personnel Office/PERSRU will enter the dependency changes in PeopleSoft and
generate a BAH/Dependency Data form for the member’ s signature.

The new computer-generated BAH/Dependency Data form and Emergency Contact Information
report may be used in place of CG-4170A for annual validation. Both the form and the report
can be printed for all members of a unit at the same time, eliminating the need to remove and
copy forms from the members’' records. However, if the computer-generated forms and reports
are used, units must provide members with blank CG PSC-2020D, Beneficiary Designation,
formsin order to record their beneficiary designations.

7. Forms/Reports.

a

CG PSC-2020D, Designation of Beneficiaries. CG PSC-2020D is available on PSC’ s Internet
site - http://www.uscg.mil/ha/psc/forms.

(1) Theformisin Adobe Acrobat file format and can be filled out online and printed. The form
can befilled in by hand if necessary. However, al entries must be legible. Enclosure (1) to
this notice provides a sample of the new form.

CG PSC-2020, Dependency Worksheet: CG PSC-2020D isavailable in enclosure (1) to
reference (a) or, from the PSC Internet site.
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C.

Encl:

BAH/Dependency Data Form (Computer-Generated). Servicing Personnel Office/PERSRU
and Command users may print the BAH/Dependency Dataform, either individually or for all
members assigned to a unit, by following this menu path in PeopleSoft:

Administer Workforce > Administer Workforce (GBL) > Use Dependency/Emer gency Data.

Thiswill open the Dependency/Emergency Data activity guide. The activity guide has links for
generating the form. A sample form isincluded as enclosure (2) to this notice. Refer to the
PeopleSoft online help for detailed procedures:

http://www.uscg.mil/ha/psc/ps

Emergency Contact Information Report. Servicing Personnel Office/PERSRU and Command
users may print the Emergency Contact Information report, either individually or for all
members assigned to a unit, by following the procedure in paragraph 6.c (above). A sample
report isincluded as enclosure (3) to this notice.

Servicemembers Group Lifelnsurance (SGLI) forms. SGLV forms 8286 (SGLI Elections)
and 8286A (Family SGLI Elections) are available by following the links on PSC’ s Internet forms
page or directly from the Office of Servicemembers Group Life Insurance Internet site at:

http://www.insurance.va.qov/sqgli Site/forms/forms.htm

The September 2003 revision to the SGLV-8286 form includes a continuation sheet which
provides additional space for recording multiple beneficiaries. The new form should be used in
lieu of listing additional beneficiaries on plain paper.

/sl
M. P. SULLIVAN
Acting

(1) CG form PSC-2020D, Designation of Beneficiaries
(2) Example BAH/Dependency Report
(3) Example Emergency Contact Report
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Department of Homeland Security

U. S. Coast Guard Designation of Beneficiaries
CG PSC-2020D (Rev. 10/03)

Purpose: To designate your beneficiaries for gratuity pay, unpaid pay and allowances, or person to receive
allotment of pay if missing or unable to transmit funds. This form replaces the applicable portions of form
CG-4170A (Computer Generated).

This form does not designate Servicemembers’ Group Life Insurance (SGLI) beneficiaries. Whenever you have a
dependency change (i.e. spouse), you should also review SGLI beneficiary information. You change your SGLI
beneficiary(ies) by completing a new SGLV-8286 (http://www.insurance.va.gov/sgliSite/forms/forms.htm).

SECTION | — MEMBER DATA

1. Name (last, first, middle): 2. Employee ID:

3. Rate/Rank: 4. Unit:

SECTION Il - BENEFICIARY FOR GRATUITY PAY IN EVENT THERE IS NO SURVIVING SPOUSE OR ELIGIBLE CHILDREN
Your spouse and eligible children are automatically designated by law as the beneficiary of your death gratuity, if they are alive after
you die. Do not list your spouse or children here. In this section, list the blood relative (Parent or Sibling only) that you want to
receive your Death Gratuity, in case your spouse and children are not alive after you die. (SEE REVERSE)

5 | Name (First, Ml, Last) Address (including zip code) & Phone Relationship

5a. 5b. 5c.

Principal

Area Code & Phone:

5d. (Person to receive gratuity if Principal is not alive when you die) 5e. 5f.

Contingent

Area Code & Phone:

SECTION lll — BENEFICIARY(IES) FOR UNPAID PAY AND ALLOWANCES (SHARES MUST EQUAL 100%)
At least one beneficiary must be entered (SEE REVERSE)

6 | Name (First, Ml, Last) Address (including zip code) & Phone Relationship Percent
6a. 6b. 6c. 6d.

%

Area Code & Phone:

6e. (Enter “N/A” if block 6d is 100%) 6f. 6g. 6h.

%

Area Code & Phone:

SECTION IV — PERSON TO RECEIVE ALLOTMENT OF PAY IF MISSING OR UNABLE TO TRANSMIT FUNDS (SEE REVERSE)

7 | Name (First, Ml, Last) Address (including zip code) & Phone Relationship Percent
Ta.

7b. 7c. 7d.

%

Area Code & Phone:

PRIVACY ACT STATEMENT
In accordance with 5 USC Section 522a(e)(3), the following information is provided to you when supplying personal information to the U. S. Coast Guard:
Authority — 10 USC 1475-1480. 10 USC 2771. Principal Purpose(s) — (1)Person(s) to receive death gratuity, (2) Persons(s) to receive unpaid pay and allowances
(arrearsin pay). (3)Person to receive allotment of pay if missing or unable to transmit funds. Routine uses — To provide timely pay of certain benefits. Disclosure —
Disclosure of thisinformation is voluntary, but failure to provide thisinformation may result in the inability or delay to pay certain benefits.

8. Member’s Signature & Printed Name (first, middle, last): 9. Date Signed:

10. Signature, Name and Title of Witness:

Distribution: Original — Servicing Personnel Office/PERSRU for filing in Section 4 of PERSRU PDR
Copy — File in Section 4 of Unit PDR if unit maintains PDRs Continued on Next Page —
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SECTION V — ANNUAL CERTIFICATION

Items 5 through 7d Certified Correct. Date: Member’s Signature

Items 5 through 7d Certified Correct. Date: Member’s Signature

Items 5 through 7d Certified Correct. Date: Member’s Signature

Items 5 through 7d Certified Correct. Date: Member’s Signature

Items 5 through 7d Certified Correct. Date: Member’s Signature
NOTES

All fields must be completed. Do not enter “By Law” or leave any beneficiary designation field blank. “Not
Applicable or “N/A” may be used in item 6eif only one beneficiary for unpaid pay and allowancesis desired.

SECTION Il — BENEFICIARY FOR GRATUITY PAY IN EVENT THERE IS NO SURVIVING SPOUSE OR ELIGIBLE CHILDREN

10 U.S.C. 1475-1480, as amended by Public Law 102-190, authorizes paying a Death Gratuity to the survivors of a
Coast Guard regular or reserve member, serving with or without pay, who dies:
e Whiletraveling to/from AD/IDT/ADT or while on active duty or whileon IDT/ADT
e Thesurvivors of amember who dies within 120 days of their separation date, are also authorized a Death
Gratuity, IF the Department of Veterans Affairs (DVA) determines the death was service connected.

Eligible Survivors and Death Gratuity Order of Precedence: The following persons are the only eligible
survivors who may receive the Death Gratuity. They are paid in the order of precedence listed below. If an eligible
survivor dies before receiving the Death Gratuity, it will be paid to the next living eligible survivor in the order of
precedence.

1. Lawful spouse.

2. Member’s children, regardliess of their age or marital status, in equal shares.

3. Person designated by the member on the CG PSC-2020D. However, by law the person designated on
the CG PSC-2020D must be arelative; either aparent (natural, adoptive, in loco parentis) or sibling (half-
sibling, full blood, adopted). If the person designated on the CG PSC-2020D is not a parent or sibling, the
designation isignored and the Death Gratuity is paid to the next eligible survivor in order of precedence.
Member’s parents, in equal shares.

Member’s siblings — half-blood, full blood and adopted, in equal shares.

a s~

SECTION lll — BENEFICIARY(IES) FOR UNPAID PAY AND ALLOWANCES

Any unpaid pay and allowances, including per diem, travel, transportation of dependents, transportation of
household goods, etc., found due a deceased member on date of their death shall be paid to the member’s survivors.
A member may designate whomever they want to be their beneficiary(ies) for unpaid pay and allowances. If more
than one beneficiary is designated, the total of all shares must equal 100%.

Payment Order of Precedence: Unpaid pay and allowances will be paid to the member’s survivorsin the
following order of precedence:

Beneficiary(ies) designated on Form CG PSC-2020D.

Spouse.

Child (ren) and descendants of deceased children by representation.

Parents or to the survivor of them.

Duly appointed legal representative of the deceased member’ s estate, or if there be none, to the person(s)
entitled by the state laws of the deceased members domicile.

SECTION IV — PERSON TO RECEIVE ALLOTMENT OF PAY IF MISSING OR UNABLE TO TRANSMIT FUNDS

The“Missing Persons Act” provides that pay and allowances continue to accrue to the pay account of any service
member for the period he or she ismissing or captured and may be paid to the dependents for support. Thisitem
reflects the desires of the designator and is used as a guide in the disposition of hig’her pay. Allotmentsto
dependents and insurance companies initiated prior to entering a missing status are continued in effect unless
unusual circumstances indicate chang&.




DEPARTMENT OF BAH/DEPENDENCY DATA

HOMELAND SECURITY
U.S. COAST GUARD
COMPUTER GENERATED

EMPLID NAME RATE/RANK CURRENT DUTY STATION
100000 Smith,John S. Chief Boatswain'S Mate 000000 - CGC UNDERWAY
SERVICING PERSRU MARITAL STATUS DATE OF MARRIAGE

000269 - CG GP CHARLESTON Married 10-JAN-1989

SPOUSE IN SERVICE INFORMATION

DEPENDENCY DATA

NAME Smith, Joan T. SOCIAL SECURITY NUMBER: 555121212
1 BAH ELIGIBLE DEPENDENT YES DATE OF BIRTH:  15-AUG-1968 DEPENDENCY DATE:  10-JAN-1989 RELATIONSHIP: Spouse

NAME Smith, John A. SOCIAL SECURITY NUMBER: 123456789
2 BAH ELIGIBLE DEPENDENT YES DATE OF BIRTH:  22-AUG-1994 DEPENDENCY DATE:  22-AUG-1999 RELATIONSHIP: Son

NAME Smith, Jane, D. SOCIAL SECURITY NUMBER: 987654331
3 BAH ELIGIBLE DEPENDENT YES  DATE OF BIRTH: 30-MAY-1998 DEPENDENCY DATE: 30-MAY-1998 RELATIONSHIP: Daughter

NAME SOCIAL SECURITY NUMBER:

4 BAH ELIGIBLE DEPENDENT DATE OF BIRTH: DEPENDENCY DATE: RELATIONSHIP:
NAME SOCIAL SECURITY NUMBER:

5 BAH ELIGIBLE DEPENDENT DATE OF BIRTH: DEPENDENCY DATE: RELATIONSHIP:
NAME SOCIAL SECURITY NUMBER:

6 BAH ELIGIBLE DEPENDENT DATE OF BIRTH: DEPENDENCY DATE: RELATIONSHIP:
NAME SOCIAL SECURITY NUMBER:

7 BAH ELIGIBLE DEPENDENT DATE OF BIRTH: DEPENDENCY DATE: RELATIONSHIP:
NAME SOCIAL SECURITY NUMBER:

8 BAH ELIGIBLE DEPENDENT DATE OF BIRTH: DEPENDENCY DATE: RELATIONSHIP:
NAME SOCIAL SECURITY NUMBER:

9 BAH ELIGIBLE DEPENDENT DATE OF BIRTH: DEPENDENCY DATE: RELATIONSHIP:
NAME SOCIAL SECURITY NUMBER:

10 BAH ELIGIBLE DEPENDENT DATE OF BIRTH: DEPENDENCY DATE: RELATIONSHIP:

FOR CG PERSONNEL SERVICE CENTER USE ONLY

The dependency status of the following family member(s) has been reviewed by PSC LGL in accordance with the CG Pay Manual,
COMDTINST M7220.29(series) The family member(s) listed below are approved for BAH eligibility commencing on the dates(s) indicated:

NBR: DATE NBR: DATE NBR: DATE
NBR: DATE NBR: DATE NBR: DATE
PSC APPROVAL SIGNATURE: DATE:

MEMBER'S CERTIFICATION

By signature below, | certify that | am supporting the dependents listed above and | will notify my Commanding Officer/Office in Charge of any
changes in dependency status. | am aware that making false statements on a claim against the U.S. Government is punishable by court-martial.
The penalty for willfully making a false claim is: A maximum fine of $10,000 or maximum imprisonment of 5 years, or both (U.S. Code, Title 10,
Section 287). | further certify that | have reviewed all entries on this form and by signature below, the information contained hereon is correct.

SIGNATURE OF MEMBER: DATE:

COMPGEN - Previous editions are obsolete.



Depart ment of Honmel and Security EMERGENCY CONTACT | NFORMATI ON
U.S. Coast Cuard

Conput er - Gener at ed

EMPLI D: 1234567 Rank/ Rat e: YNC/ E7 Nane: Smth, Sean T.

Duty Station: 000652-CG|SC ST LOUI' S Servicing HR Site: 000652-CG | SC ST LOUI S

Marital Status: Married

In case of energency, please notify the follow ng peopl e:

Primary Contact:

Nane: Smith, Teresa W Rel ati onshi p: Spouse
Address: 123 Any Street Phone: 555/ 555- 1212
TOPEKA, KS 666144017
O her Phones: Type Number
Busi ness 555/ 555- 1235
Hone 555/ 555- 1234

O her Contacts:

Nane: Snmith, Kirk A Rel ati onshi p: Fat her
Address: 400 Oak Treee Lane #2 Phone: 354/ 223-1234
ANYCI TY, LA 70000
O her Phones: Type Nunber
Hone 354/ 223-1234
Nanme: Jones , Li nda A Rel ati onshi p: Mot her
Address: 222 MY STREET Phone: 555/123-1234

HOUSTON, TX 77042

O her Phones: Type Nunber
Busi ness 555/ 461- 4444
Cel | ul ar 555/ 123- 5595

Hone 555/ 123- 1234
Name: Smith, Jeffrey P. Rel ati onshi p: Son
Address: 123 Any Street 312 Phone: 555/555-6114

TOPEKA, KS 666144017

Nanme: Snmith, Marcus P. Rel ati onshi p: Next of Kin
Address: 3202 CATFISH HOLLOW LANE Phone: 098/555-3456
HOUSTON, TX 77082
O her Phones: Type Nunber
Busi ness 555/ 555- 3456
Hone 098/ 555- 3456

Date Printed: 10/ 08/ 2003
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E-Mail ALPERSRU V/03
Subj: ANNUAL VERIFICATION OF BAH, DEPENDENCY AND EMERGENCY DATA

Ref  (a) Personnel and Pay Procedures Manual, PSCINST M 1000.2(series)

(b) PSCNOTE 5000, BAH, Dependency and Emergency Data Forms and Reports

(c) Coast Guard Pay Manual, COMDTINST M 7220.29(series)

(d) Coast Guard Personnel Manual, COMDTINST M 1000.6(series)

I ntroduction

Background

Validation
Process

This E-Mail ALPERSRU announces changes to the process, described in
Section 5-C-2 of reference (@), for the annual verification of BAH,
dependency and emergency data.

Reference (b) published new forms and procedures for recording a member’s
BAH eligible family members and designation of beneficiaries. Designation
of beneficiaries for the Death Gratuity, Unpaid Pay and Allowances or
Person to Recelve an Allotment of Pay if Missing or Unable to Transmit
Funds will now be recorded on CG PSC-2020D, Designation of Beneficiaries
form. Itisno longer necessary to enter such designations in Peopl eSoft.

Thisis how verification of dependency and emergency datawill be
accomplished using the new BAH/Dependency form and Emergency Contact
report.

Stage

Who doesit/ What Happens

When

1

SPO/PERSRU Forwards to units:
Week of 03-07 Nov

=

PeopleSoft BAH/Dependency Forms

2. PeopleSoft Emergency Contact Information
Report

3. Copies of members SGLI Election forms

(SGLV-8286 & 8286A)

Note: If the unit has sufficient administrative capability
and maintains Unit PDR copies of SGLI forms, this
step is unnecessary as the unit can generate the
BAH/Dependency Forms and Emergency Contact
Information Reports from PeopleSoft using
Command Self-Service access.

Continued on next page


http://www.uscg.mil/hq/psc/3pm.htm
http://www.uscg.mil/hq/psc/pscnote5000.pdf
http://www.uscg.mil/CCS/CIT/CIM/DIRECTIVES/CIM/CIM_7220_29A.pdf
http://www.uscg.mil/hq/g-w/g-wp/g-wpm/PersMan/PERSMAN Chap 04.pdf
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E-Mail ALPERSRU V/03
Subj: ANNUAL VERIFICATION OF BAH, DEPENDENCY AND EMERGENCY DATA

Validation

Process (cont’d)

Stage

Who does
it/When

What Happens

2

P.Juod

Unit/
Upon Receipt

Forwards SGLI Forms, BAH/Dependency Forms and Emergency
Contact Reports to members for verification. Also provides members
with blank, or with instructions to access, CG PSC-2020D,
Beneficiary Designations form.

If aform or reportis Then

not received for a 1. Usethe PeopleSoft

member or islost or BAH/Dependency Form or

destroyed. Emergency Contacts Report
print procedure to generate a
new form/report for the
member’ s verification.

2. Provide the member a blank
SGLI election form to
complete.

M ember
NLT 30 Nov

1. Completes CG PSC-2020D, Beneficiary Designation form.
Forwards origina to SPO/PERSRU, retains copy for Unit PDR if
one is maintained.

2. Reviews BAH/Dependency Dataform for accuracy:

e Annotates any necessary changes or corrections.

e Signs and dates in the “Members Certification” area.

¢ Returns to SPO/PERSRU, includes
CG PSC-2020, BAH Dependency Worksheet, and supporting
documentation if adding/removing BAH eligible dependents.

3. Reviews Emergency Contacts Report for Accuracy:

e Enters any changes or corrections in PeopleSoft using self-service.

Or, if unable to access the system, annotates changes on report and
returns to SPO/PERSRU data entry.

Continued on next page
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Subj: ANNUAL VERIFICATION OF BAH, DEPENDENCY AND EMERGENCY DATA

Validation
Process (cont’d)

Stage Who does What Happens
it/When

4 SPO/PERSRU | Enters, into PeopleSoft, any changes or corrections the member
noted using the appropriate process:

e Dependent/Beneficiary to add or change information about
dependents (Note: Appropriate SDA |1 entries must be
completed if dependency change impacts entitlements).
Generates a new BAH/Dependency form and forwards to
member for signature.

e Emergency Contact to add or change emergency contact
information

o Lifeand AD/D Benefitsto make SGLI election changes (Note:
Data entry is only required when member is changing a
SGLI/Family SGLI election, i.e. increasing, decreasing or
declining coverage. No data entry isrequired if the member is
only updating beneficiary designations.)

Files SGLI forms, BAH/Dependency forms and CG PSC-2020D
formsin section 4 of PERSRU PDR.

Procedures Procedures for maintaining dependency and emergency data and printing
forms and reports in PeopleSoft are available in the online help at:

http://www.uscg.mil/ha/psc/ps/

An extract of the portions of the online help pertaining to dependency and
emergency dataisincluded as enclosure (1).

Continued on next page


http://www.uscg.mil/hq/psc/cghrms/persru/employee_family_member_and_beneficiary_information.htm
http://www.uscg.mil/hq/psc/cghrms/persru/change_emergency_contacts_(non_self-service).htm
http://www.uscg.mil/hq/psc/cghrms/persru/elections_and_beneficiaries.htm
http://www.uscg.mil/hq/psc/ps/
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Subj: ANNUAL VERIFICATION OF BAH, DEPENDENCY AND EMERGENCY DATA

Failureto
Complete
Annual
Validation

Certification
Requirements
for Single
Member
Sponsorsand
Military
CouplesWith
Dependents

Update of
DEERS
Database

Questions

Released by

Per Section 3.B.7.b of reference (c), if amember fails to perform the annua
dependency certification, the member loses entitlement to Basic Allowance
for Housing (BAH) at the With Dependents rate, and shall be paid BAH at the
Without Dependent rate until such time as the member provides proper
validation. If amember failsto perform the annual validation, the PERSRU
shall notify PSC (MAS) via E-Mail to HRSIC-MA S@hrsic.uscg.mil not later
than 31 December 2003.

Reference (d), Article 4.A.6.g. requires single members with dependents, and
military couples with dependents, must also make the following certification
on their BAH/Dependency form annually:

“I certify that I amin compliance with Article 4-A-6.9., Coast Guard
Personnel Manual. | have made adequate, proper dependent care
arrangements and am available for unrestricted worldwide duty.”

This certification shall be made in the member’ s certification area of the form.

If the member reports a dependency change during review of the
BAH/Dependency form, this dependency change shall be reported, as
appropriate, in the DEERS database. Additionally, if the member reports a
change in residence address, this change in address should be recorded in
DEERS as prescribed on pages 5-B-17 and 5-B-18, reference (a).

Questions regarding the content of thise-Mail ALPERSRU may be directed
to PSC Customer Care at (785) 339-2200, or viae-mail.

Internet rel ease authorized.

/s
M. P. SULLIVAN
Deputy Director

Encl: (1) Dependency and Emergency Data Procedures
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Dependency and Emergency Data
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Dependency/Emergency Data Activity Guide

Introduction

This section provides the procedures for using the Dependency/Emergency Data Activity Guide
to access family information, marital status, SGLI elections, dependency forms, and emergency
contact forms.

The Activity Guide simplifies navigation by grouping separate tasks into one area.

Procedure

Start Internet Explorer, sign into PeopleSoft and follow these steps to access the Activity Guide.

Step | Action
1 Select menu items in the following order (note, see the Basic Navigation topic for help on
using menus):
Administer Workforce > Administer Workforce (GBL) > Use Dependency/Emergency
Data
2 The Dependency/Emergency Data Activity Guide will display. Select the link for the task

you want to complete. The link will open a new window, the activity guide will remain
open so you can return and select another task without having to navigate the menus
again.

The Dependency/Emergency Data Activity Guide;

! Clep'C reeng Ciala
i o= L

Dependency/Emergency Data

W Add, Remowve or Update Family iIndormation

Enfer or upadye 3 members beceficinry of fumily mesmbesr [oepensent informaman g
JETT AN e SRR of BAH ERpiie depenosetis. Family mamias, and ofrs e
AT ShES 10 a5 RIane. s D SO LS { Tes Bl & Before Wil Can D6
Peaie] ol DETRrra i N DG vl ) FmiEiTia e Dedits o 55tk Shdlh Ui
I reard vk gk

Ll # Marriags, Divorce ar Spouss’s Death
MERCCIENNg & MaATids, IWTITE 07 BEaiSes o SN /e et USh Te3 B9 12 updaks N
DTS S Salets O T PaiE il Dt podd Ths bRk & it B akded 0 i
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Lins Foi ok loanler 5G| cossmips sifclion inlarmsion o 's sppragiisis poyprol
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i i peneBciyny Jemipnai o G oady b mgds on fprm SELV-EIE

Lise Tim Bk v griee g BaH T psn i oy Foimn
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L ¥ Erin: Emergency Gommet information by EMPLID
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Add, Remove or Update Family Information

Introduction

This process is used to add/or change the status of (BAH) Basic Allowance for Housing Eligible
Family members. Family members are not deleted from the member's record when their status
changes. For example, if a member reports a divorce, you would change the spouse'’s
relationship to "ExSpouse" and de-select the BAH Eligible box on Personal Profile page.

®Note: Iif recording a marriage, divorce or death of a spouse, be sure to update the member's
marital status on the Personal Data page.

After the data is entered and saved it can be printed on a BAH/Dependency Form. See BAH
Dependency Form Print Procedure for more information.

Reference

Before adding a BAH Eligible Family Member you should consult Chapter 3-F of the Coast Guard
Pay Manual, COMDTINST M7220.29(series).

Pages and Tabs

Processing family member/beneficiary information consist of one page and three tabs.
j." Marne % Address © Personal Profile |

1. The Name tab enables you to record the family member or beneficiary name and
relationship to the member. You must use the Name tab to add or delete
dependent/beneficiary records.

2. The Address tab enables you to record the family member or beneficiary address
information.

3. The Personal Profile tab enables you to record BAH eligibility, birth date and other
personal information about the family member or beneficiary.




Dependency and Emergency Data

Procedure

1 Click the Add, Remove, Update Family Information link on the Dependency Emergency
Data Activity Guide.

2 A search page will appear. Enter the member's employee ID number or other search
criteria (see Employee ID Search Tips) and click the A putton to select the
member you wish to display.

When choosing a member from the search results, please be sure you are choosing the person
you actually want to change data on. Verify the employee ID or national ID before making any
changes.

3 The Dependent/Beneficiary Name tab (The Name tab enables you to record the family

member name and relationship to the member) will be displayed.
If the member does not have any family members or beneficiaries in the system, the

Name tab will open with a new blank row, as shown below.
Dependedt Benelicianies Viewe Al First (4] 4001 [F] Last

‘DependentBeneficiany 1D |'3'T =
“Relationship to Employes: | = ‘DepBenet Type: | ]"

Format Usinge  |US8 54 Unifed Slates

Hame: |

Prefinc "l

First Nome: | Midelle; |

Last Nama: | Suffinc: | al

If you are adding a new family member, you may complete the fields as indicated
below.

®note: If adding a spouse, be sure to update the member's marital status on the
Personal Data page.

If the member already has family members or beneficiaries in the system, the Name tab

will display the information on Dependent/Beneficiary ID 01 (the first family

member/beneficiary in the member's record).
Dependent Benelicianies ) Firgt (4] 1 m 6 D3 Last

‘Dependent Baneficiany [0 IF F=]

‘Redationship to Employee: | SP0UsE [~ 'anBlranrp-v-:lL‘EF"':'E“?’ =

Format Using:  [V5% Q| Unitad States

Maimse: | I

Prafix: ]'

First Hame: [First Ml I

Larst Name: |Last Suffi: al
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Step Action

3

1. If the member has more than one family member or beneficiary in the system,
the links at the top of the window will be active.

Firs tEIm __ Last

. Click on the View All link, Next Arrow
button or the Last link to view additional family members.

2. Click the _| to add an additional family member, a new blank row will be
inserted.

Name Tab Data Entry:

Description/Instructions

Dependent/ PeopleSoft pre-populates this field. It will automatically increment it
Beneficiary ID  |by 1 for every new record added.

Relationship Select a relationship from the drop-down menu. There are several
to Employee pre-defined values to choose from:
‘hdopt Daughter Grandchild Miece
Adopt Son Grandfather Other
Aunt Grandmaother Other Relative
Brother In Loco Parentis Roommate
_‘Daughter Legal Guardian Sister
{Employes Legal Ward Daughter Son
ExSpouse Legal Ward Saon Spouse
1Father Mother Step Parent
Father-in-Law hather-in-Law Stepchild
|Faormer Spouse MHeighbor Trustee
Friend Mephew Lncle

Dependent/Benf | This field will automatically be filled in based on the type of
relationship you selected above. You can change it if necessary,
select a dependent/beneficiary type from the drop-down menu.

Type

Name

Prefix

First Name

Use:

e Benf -- if this person is being added solely as a beneficiary
(SGLI, Death Gratuity, etc) and not as a dependent/family
member for BAH purposes.

e Dependent/Benf -- if this person is being added as a BAH
eligible dependent/family member (Including spouses in
member-to-member marriages). This type (DependentBenf)
will also allow you to use list the person as a beneficiary for
other programs.

This field will be populated by PeopleSoft after you fill out the other
name fields and save the page. It displays the Last Name, First
Name, and Middle Initial or complete middle name of the family

member/beneficiary.

Optional. You may choose a prefix (Mr. Mrs, etc.) from the drop-
down menu or leave this field blank.

Enter the person's first name
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Step Action

3 Last Name Enter the person's last name
Middle Enter the person’'s middle initial, optionally you may enter the entire
middle name if desired.
Suffix If applicable, enter the suffix. Click X icon to perform a lookup of
valid values.
Hare Gl Deactiian |
I LT Ha=T ]
4 Click the Address tab to view, update or change family member address information.

| e i Ly

asmsTe i rgyEs T Iepme g B

L L LT R T S

= -
[P
Fre |
kil i 1 |
oo frossros
e | Vsl | TI
. T b

If you have just added or changed family member information in the Name tab, the
address data for that person will be displayed. If the member has more than one family
member or beneficiary in the system, the links at the top of the window will be active.

e === _ Click on the View All link, Next Arrow button, or
the Last I|nk to view addltlonal famlly members or beneficiaries.

Address Tab Data Entry:

Description/Instructions

Same Click this check box if applicable, the address data will automatically fill
Address/ based on the member's address information that is already in the system.
Phone as | The phone information will not fill in, you will have to un-check the box in
Employee order to enter the family member's phone number. If any of this
information is incorrect, it can be updated using one of these procedures:
e Employee Address and Home of Record
e Employee Home and Mailing Address Change

Un-check the box if the family member's or beneficiary's address is no
longer the same as the member's.
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Step Action

4 Address 1 |Use these fields to enter the street address, P O Box, apartment number,
Address 2 | etc.

Address 3

City Enter the City

County Not used for U. S. Addresses, enter if necessary for foreign addresses.
State Enter the standard two-letter state abbreviation code. Click the Q icon to

perform a lookup of codes if necessary.
Province Not used for U. S. Addresses, enter if necessary for foreign addresses.

Postal Enter the zip code for U. S, Addresses or postal code for foreign
addresses.
Phone Enter the Home Phone number of the family member/beneficiary.

5 Click the Personal Profile tab. This tab is used to designate BAH eligibility, provide
Spouse-In-Service information, and record other personal information about the family
member. Be sure to check the "Spouse-in-Service" block when the member's spouse is
in any branch or component of the military.

Note: The Gender value defaults to Male and the Martial Status defaults to Single

If you have just added or changed family member beneficiary information in the Name
and address tabs, the data for that person will be displayed. If the member has more
than one family member or beneficiary in the system, the links at the top of the window

! o Il
will be active. == il Ll s Lt . Click on the View All link, Next
Arrow button, or the Last link to view addltlonal famlly members

Persona Profile
=1=]

Diependem Beneficians LasiFirstL o O
Relatiornship to Employes: Spousse "
Birthdate: | FEUREC ] BithCountne | il
= g ags [y

BAH Eligible BAH Eligiility Date: [11/21/1985 B L
[T Greater Than 50% Support r
‘Gamer: IFemaIe "'I I~ Spouse In Serdce Shudet [ Disabied T Sovobkeer [
‘Manital Status: |h1arr:ad jv |

~ Student Status Date: ay
[rimenaes 5
Marital Status Date:

Occupation: ! Medicare Entitled Date: | )

Date of Deatty &l RldersiGeers I Ehions Mumgers
Hicirl 10

Couniny ‘Mational ID Type  Descriptian Natiaral ID ::I':I""“W

| T T 44 Socis Security Mumber 133456729 F =]

Complete the fields as indicated on the next page when adding family
members/dependents.
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Personal Profile Tab Data Entry

Field Description/Instructions

Birth date The family member's/dependent's date of birth. This field must be completed if
the dependent type is "Dependent" or "Depnd/Benf" (BAH Eligible).

Birth The family member's/dependent's country of birth. Enter the standard three-

Country letter country code (e.g. "USA" for United States of America). Click the R icon
to lookup valid codes if necessary.

State The family member's/dependent's state or province (Field label will change

Province depending on the country code entered.) of birth. Enter the standard two-letter

abbreviation. Click the =\ to lookup valid codes if necessary.

Birth Location

Enter the birth city.

BAH Eligible

Click this checkbox if the member will be entitled to BAH with dependents for
this family member. Also, click this checkbox even if the member's spouse, in a
member-to-member marriage, is on active duty. The spouse in service block
(see below) must be checked also.

Before adding a BAH Eligible Family Member consult Chapter 3-F of the
Coast Guard Pay Manual, COMDTINST M7220.29(series).

If the person you are adding is a BAH eligible family member as outlined in the
Coast Guard Pay Manual, then this box should be checked.

If not a BAH eligible family member (i.e. a child over age 21 and not a full time
student), this box should not be checked. Exception: Check this block even if
the spouse is an active duty service member.

BAH Eligibility
Date

If adding a BAH Eligible Family member, enter the date:

o0 the member began support (e. g. Child's birth date)
0 dependency was approved by PSC (LGL)
o of marriage

Note: If the date of marriage, child's date of birth, or dependency is prior to the
member's accession date, then the date of accession should be used.

Greater than
50% Support

Click this checkbox only when the family member does not reside with the
member and receives more than 50% of their support from the member.

Gender

Choose the family member's gender from the drop-down list.

Marital Status

Chose the family member's marital status from the drop-down list.

Marital Status
Date

Enter the date corresponding to the martial status chosen above. May be left
blank when the family member is single.

Note: If adding a spouse, this is the date that will be shown as the Date of
Marriage on the BAH Dependency Form
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Personal Profile Tab Data Entry (cont'd)

Field

Spouse in

Service/Branch

Description/Instructions

Spouse in Service. Click the checkbox if this family member is the member's

spouse and is in the service. When you click this checkbox, a new drop-down

of Service menu item will appear from which to choose the branch of service. You must
also enter the spouse's SSN in the National ID information below. The BAH
Eligible checkbox (above) must also be marked even if the spouse is on
active duty.

Student Check this box when the family member is a child over age 21 but less than 23

attending school full time and is dependent of the member of over half of their
support.

Student Status
Date

Enter the date the student status became effective.

Disabled Check this box when the family member is an incapacitated child over age 21

Smoker Not used, leave blank

Occupation Not used, leave blank

Medicare Not used, leave blank

Entitled Date

Riders/Orders  |Not used

Phone Numbers |Click this link to add additional contact phone numbers for the family member.

National ID This section is used to record the family member's Social Security Number
(SSN). If the member's spouse is in the service, you must provide an SSN.

Country Enter USA

National ID Enter PR (for "Primary")

Type

Description

National ID Enter the family member's SSN.

Primary ID Check this box

Step Action

6
Click the "B52v2] puton.

Carefully review the data you have entered before saving this transaction. Be absolutely
sure all that all the data is correct and that you have not made any typographical errors.
Be sure you entered the correct employee ID number when you began this transaction.
If you have any questions or concerns, cancel the transaction and ask for help.

Click EK_i to proceed.

You may now close the window and return to the Activity Guide to begin another transaction.
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Marriage, Divorce or Spouse’s Death

Introduction:

This section provides the procedures for updating a member's marital status.

Procedure:

Start PeopleSoft, sign in and follow these steps to view, enter or change a member's marital
status.

Step Action

1 |Click the Marriage, Divorce or Spouse’s death link on the Dependency/Emergency Data
Activity Guide.

A search page will appear. Enter the member's employee ID number or other search

criteria (see Employee ID Search Tips) and click the = d button to select the

member you wish to display.

When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the employee ID
or national ID before making any changes.

2 |The Employee Personal Data page will display. If you are changing the member's

The effective date field will change to today's date and the number of rows will increase.
If you are just viewing the information it is not necessary to add a new row.

|.-’-'-.|:I|:I a rew row at row |
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Step Action

3 |The member's marital status is shown on the first tab (Name tab of the Personal Data
page).

Reminder: If a member's marital status changes you must also update Employee Family
Member and Beneficiary Information and Elections and Beneficiaries.

[~ Mame y Address | Personal Brofile | Eligibiliteidentity |

D 12345678 Employes

‘Effective Date:  |01/022002 ]

FormatUsing:  |USA Q4 United Slates

=
[LETIRESH | Cosste, Joa A

Prafi: :"

Fiir st Naimea: | e HMidalle: |-"'-

Last Name! | Goastie Suffis: N
‘Marital Status: | ETT R ~ | Asor 010372002

o Enter the effective date of the change in the Effective Date field (dates are all

numeric and are entered in MM/DD/YYYY format, click the i) icon to look up the
date if necessary). Note: This is not the date that will be reflected as the Date of
Marriage on the BAH/Dependency Data form. Update/correct the spouse's
Marital Status Date if the BAH/Dependency Data form does not show the correct
date.

e Choose the Marital Status from the drop down menu in the Benefits Information
section of the page.

*Marital Status: |5ing|e ﬂ
Common-Law

E Savej I::l_Return to Divorced
Head of Household

ame | Address | Pers|{Married
Separated

Single
LInknown

Widowed

click "B 32vel 15 save the information.

You may now close the window to return to the Activity Guide to begin another transaction.

10
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SGLI and Dependent SGLI

Introduction:

This section provides the procedures for entering a member's SGLI (Servicemember's Group Life
Insurance) and Dependent SGLI elections.

After the data is entered and saved, PeopleSoft will generate JUMPS (Joint Uniform Military Pay
System) transactions to start or stop deductions from the member's pay for SGLI premiums.

Before You Begin:

For SGLI elections, the beneficiaries information may be left blank. SGLI beneficiary
designations are made by the member on form SGLV-8286 and do not need to be duplicated in
PeopleSoft to be valid. In PeopleSoft, we are primarily concerned with capturing the member's
coverage election so the appropriate payroll transactions can be initiated. However, you must
enter the member's spouse as the beneficiary when inputting SGLI-Family elections. This
is true even if the member is declining coverage or stopping coverage.

Procedure

Follow these steps to enter SGLI elections.
Step Action

1 |Click the SGLI and Dependent SGLI link on the Dependency Emergency Data Activity
Guide.

2 |A search page will appear. Enter the member's employee ID number or other search

criteria (see Employee ID Search Tips) and click the = d pbutton to select the

member you wish to display.

When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the employee ID
or national ID before making any changes.

3 |The Life and AD/D Benefits page will display. There are two tabs on this page.
e Elections
e Beneficiaries

11
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Step Action

3 |The Elections tab must be completed first and is displayed when the page opens.

Home = Compansale Emolovess = Adminizler Base Denssls » Lzg » Life and ADVD Benefiis

I Elzctions ' Benefclsnes

10z Eimpl Redif: o
Wit All Firgt (4] 4 s 03 Lagl
PanType: |20 Q] L ==
wigw Al First (4] 1004 T Last

“Coverage Begin Date; [D40172001 7 ‘Doduction BeginDare:  [00izon [ [E][=]
Cowerage Blection L T Terminate “Election Date:  [03R0 72001 1]

Benefi Plan: 3 Q5200000 BEU Cowrsge Optior:

"

™ Factor X BonBase [ Salary + Flat Amount

&
Anneal Benedits Base Rate
Armsoilmt: I'ﬂ Factor:
Employes Status: Arling Benefit Pragram;  ACTIDED Currency:  USD
B save] [ Clretun s Bearn| : nchsse vstory |

Elettions | Bensficiaries

4  |Click the "View All" link at the top of the page to display all the plan types the member
has on file.

First (4] 1072 I3 Last
5 [Review the plan types the member has on file.

___PlanType | Title ___|Pumpose ___

20 Life SGLI on the life of the
member

25 Dependent Life SGLI on the life of the
spouse

2A Death-Gratuity Benefit PaymentofDeath
) .
Gratuity "."I'e“ there-s
children-

e Al

Plan Types 2A, 2B & 2C will appear as choices but are not used in this
procedure.

If the Plan Type you need to change is not listed, add it by clicking the uppermost

* 1 button to add new plan type.

12
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El <--Add row button for new plan
. [ @ FI=]
<-Add row button for new coverage

| PR | elections within an existing plan type

A new row will be inserted. The Plan Type will default to an existing plan type, click the

4 to lookup and change the Plan Type before continuing.
If the Plan Type you need to change is listed, add a new coverage election by clicking

the |L| in that Plan Type's row.

Note: If you are updated an existing election, and that election has not taken effect yet,
you can make changes to it without first inserting a new row. If the Coverage Begin Date
and Election Date fields are in the future, the election has not taken effect yet and can
be changed.

6 |Complete the Coverage Election as follows.

Description/Instructions

Smoker Not used, leave unchecked
Coverage Coverage begin date is required when setting up a new Coverage
Begin Date Election.

For SGLI/Family-SGLI plan types: Enter the date the member
signed the SGLV-8286 or SGLV-8286A form.

Enter the date or use the date calendar icon to bring up the date

screen.

Deduction Deduction begin date will be setup based on the new hire date. Future

Begin Date changes will equal the Coverage Begin Date. No changes are required
to this field.

Coverage ‘Elect’ is the default choice and cannot be changed for any plan type.

Election

13
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Step Action

6 Benefit

Plan Click the Q to lookup the Benefit Plan Code. SGLI has codes for coverage

from $0 (declined) to $250K. Family Member SGLI has codes for coverage
from $0 (declined) to $100K. The other plan types are not used (example for
Family SGLI shown below):

Plan Type Benefit Plan

Dependent Life |0 Zero Option Family SGLI
(Family-SGLI) 1 $10,000 Family SGLI Coverage
2 $20,000 SGLI Family Coverage
3 $30,000 SGLI Family Coverage
4 $40,000 SGLI Family Coverage
5 $50,000 SGLI Family Coverage
6 $60,000 SGLI Family Coverage
7 $70,000 SGLI Family Coverage
8 $80,000 SGLI Family Coverage
9 $90,000 SGLI Family Coverage
A $100,000 SGLI Family Coverage
Y - Administrative Stop. Can only be used by
PSC Topeka.
Coverage These areas are not used.
Options

Base
Benefits

7 |Click the Beneficiaries tab to enter the member's beneficiary designations for the
coverage you just added.

For SGLI elections (for insurance on the life of the member), the beneficiaries
information may be left blank. SGLI beneficiary designations are made by the member
on form SGLV-8286 and do not need to be duplicated in PeopleSoft to be valid. In
PeopleSoft, we are primarily concerned with capturing the member's coverage election
so the appropriate payroll transactions can be initiated. However, you must enter the
member's spouse as the beneficiary when inputting SGLI-Family elections. This is
true even if the member is declining coverage or stopping coverage.

Note: Before a person can be listed as a beneficiary you must add them using the
Employee Family Member and Beneficiary Information update/change process

Complete the Beneficiary information as follows. Use the [+] and IL] buttons to add or
remove beneficiary data rows.

Description/Instructions

Plan Type PeopleSoft populates the plan type from the Elections page.
Click on View All and then use the scroll bar to view additional plan

types.
Coverage PeopleSoft populates these fields from the selected coverage.
Begin Date
Effective Date
Benefit Plan

14
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Step Action

7 Distribution By |Default value is Checked upon entry into the Coast Guard. This is used
Law when no beneficiary is actually selected for the applicable benefit plan.
Beneficiary ID | cjick the Al for a listing of available beneficiaries. If the beneficiary is

not listed, you will have to add them using the Employee Family
Member and Beneficiary Information update/change process.
Note: You must enter the member's spouse as the beneficiary
when inputting SGLI-Family elections. This is true even if the
member is declining coverage or stopping coverage.

Percent of Percent of the benefit amount is must equal 100% for all Plan Types

Benefit except Family Member SGLI, it will be blank, and Member Missing, it
can be less than 100%.

Flat Amount  |Not used, leave blank.

Payment For SGLI, choose Lump Sum or Equal Payments as indicated on the

Method member's SGLV-8286 form. All other Plan Types are Lump Sum.

Excess Not used, leave unchecked.

Contingent If this beneficiary is not the primary beneficiary, check this field.
Whenever this field is checked, you must list a principle beneficiary or
beneficiaries.

Totals PeopleSoft populates based on the sum of the values entered in the
Percent of Benefit field for Primary and Contingent beneficiaries. The
totals must equal 100% in order to save the data

8 .

Click "B 52¥el 1 save your changes.

Carefully review the data you have entered before saving this transaction. Be absolutely

sure all that all the data is correct and that you have not made any typographical errors.

Be sure you entered the correct employee ID number when you began this transaction.

If you have any questions or concerns, cancel the transaction and ask for help.

You may now close the window and return to the Activity Guide to begin another transaction.

15
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Print BAH/Dependency Form

Introduction:

This section provides the procedure to print a BAH/Dependency/ form for an individual. A report,
listing all the members at a unit and their BAH eligible family members is also available. See the
Print Dependency Data By Unit topic for more information.

The BAH/Dependency data form lists a member's BAH eligible dependents and provides an area
for the member to certify the accuracy of the information.

Sample report
PERARTHHY 8 EAH/IDEPENDENCY DATA

LD O
LN, O CLE R

T TP CERCEAT [

i Fallin CINMEST LT EETH
NN Eawdh o £ ﬁmlﬂx:vHIﬁﬂ'lﬂ“& CHEE) . GGG UNDERWAY
L e AMPN S, LN THE LT O AT

(ENIEE - OG5 GP CHARLEETOH Bymizd FiL SR i

MR R OE AT R

REFENDENCY DATA
mad Srdd . Jan T LRI T BT HUAREH. M LTS
WENEET A EEr B ramorrerme Sl IS mrrema rErr E AR e WA En e S
AHE Sawl ok & SOCLM, BT BT LEARETE TR

tEE LS DDl VIS AR e TAUG- 18 mesimey el TEA-TRE moaboasee Son

EUL Sadl, Jwwr, L WM SIS asEEn BETERLIH
VB LEELL [ EET VES DS O DETHE MY EITAEECY TEIT BUMLY. L SLAROESED. Cmaphie

R L] A EIM ST Y ARET
Vi FLIGHALE DR M| O (TR A e (a1 Lk

SO0, S B MARER
EE LI M A Dk O FIRH AR LA L UFS e © ]
R L] NE1M AL ENTY LAARET
i LA DT BT [ g EAEE [l LB
LTty M S B T HAREH
"N FEED T AT (2" s g 9 1) TR Y AT LaFioe L] o
L L] RN WG BT HAREH.
IEE N AN DY AT MW (W DETR AR NEIT L aFy e L]
e 1M, S B LANET
(L TN IRl S h ) LA WM EraiE Y =il LAF] s b
maa KXW SN BT AR
L L L T W T I R GETR KR s ] LT

FOR CG FERSONMEL SERVICE CENTER WSE QHLY

il o of s lioseg lemis membesd ) hus besn rresned by FS0 LLL nesordrnos silh B OU Fay Hnml
'H TS T W i i | TP vl il | i Dby i v P S e il i p ol i o Lo i) | el et

BE DETE H=R DATE KRR CATE
MER DATE HER DuTE KBR CATE
IS0 APPRCYAL SGRATURL BRTE:

MEMBERS CERTIFICATION

iy sigranda i el | B Py Pl | 0 SUPPORIcS] e depenckents intael abos ard | wil| st ey Gon maredeg OficenDiiss nChage ol iry
T | et p Sk | T e 6 Tl ke Sk e ) ks e b LLE v Tresd o s i b Ery S ST
Tha permlly kv wilely making & i csin ﬁmmmlu:iltl:manmmmmﬂ'mn orboth (U5 Coda, Tl 10
Secion AT | Norfes cedfily thsl | Rres revionsesd ol eririoa an P fame Y 2 haraan @ £orsd

EIIHATURE DF MEMEER: DATE:

TIAETE N - P acuos @ e
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Dependency and Emergency Data

Procedure:

Follow these steps print a BAH/Dependency Data form.
Step

1

Action
Click the Print a BAH/Dependency Form link on the Dependency and Emergency Data
Activity Guide
2 The Run Control ID Entry Page will appear.
If you have used this process before, enter your initials in the Run Control ID block

and click the &

d button.
Cg Run Cgd1T0

Find an Existing Value

Run Control 10- |
Search | Advanoed Search <-Initials

Al 3 B ets Walps

If this is the first time you have used this process, click the Add a New
Value link.

Cg Run Cge170 1. Enter your initials in the Run

Control ID block.
Add a New Value
(| 2. Click the button.
Ak

Eingd an Exigting Yalug

3 The CG-4170 Run page will display.

Home = Adrenitzier Yeokdores = Adriréstar Woddore = Rapor = Cg Rum Cgd 170

[ Fun CO-8170 1

Fan Comtrol i FAE P

Procass Monitor | Fun
Language: English "'I

—— al
2. Enter the Employee ID of the member you want to generate a CG-4170A for.

e You can use the =\ button to lookup the EmplID if necessary. See Search Tips
for help.

2. Click the _ﬂlﬂ._l button to begin processing.

17



Dependency and Emergency Data

Step Action

4 |The Process Scheduler Request page will display.
s HE RETHHE Fam Conbel I P5F

e P
M in e 3 Fum Tirs: I'l' el

- Rear o Cunend DT

T ol

Sl D ypdan P ey Bawn o s Fppw P "o

= i #10 BT BOR Faport m m ﬂ
In the Server Name field, click the drop-down menu and choose PSUNX. Change the
*Type field to "Email". Set the *Format field to "PDF".

"Typse “Format
[Emaii #] [pOF =] E

If you selected Email you can click on the Distribution icon £l to add additional addresses
and customized the email message. This step is not necessary if you have your business
email address entered in the system, the report will automatically be mailed to your
business email address. Use this feature if you want to email the report to other addresses.
The Distribution Detail page will display, scroll down to the E-Mail Only section and enter
the subject, text and e-mail address for the message:

Ermaml Sutyect:

I": 5 s the SubjectLina of the E-Mall Messags

Mlessage Test:
|Eu|t-' AT Frosca-a-age Jeod gy would §ke 10 &4 [0 he E-mai j

Emnall With Log [
Ernil Addr pas Lisl:

|r-.| s l@ynur_small_sddeess ml ;l
H

Insert additional email addresses in the Email Address List box. Separate entries with a

(;) e.g. "jjohnson@unit.uscg.mil;tsmith@unit.uscg.mil.

Click iK_i to continue. You will be returned to the Process Scheduler Request page.

Click iK_I on the Process Scheduler Request page.

5 |The Run CG-4170 page will display again. A "Process Instance" number will appear under
the Process Monitor link and the Employee ID number will show in the EmplID field.

FTun CoR1 T

i Coadinl I FAE e FERLFTE - Fieveys Meniis) e I
L b I- EhLS "I STECEER nipmancE 11 008

L
Tha pracaus insiance § s added

t,,_.-,. 1R ok Tlu---plqnmlhl-d-]

If you selected "Email" for the type, you may exit the application. The CG-4170A should
arrive via e-mail within a few minutes.

6 [Close the Report and Process Monitor windows then select another activity from the
Dependency and Emergency Data Activity Guide page.
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Dependency and Emergency Data

Print BAH/Dependency Forms for a Unit

Introduction

This section provides the procedure for running the BAH/Dependency Data form. The
BAH/Dependency data form lists a member's BAH eligible dependents and provides an area for
the member to certify the accuracy of the information.

Sample page from report
B T A BAH/IDEFENDENCY DATA

HEEME | AR LRI
1 COAES Gisan
CRMLTL G M s

10803 Smdh Jobn S Chvn! Bioatwmsin S Matn (00006 - L0 UNGLRWAY
54 FACHG PSS EETAL STATUS DATE OF UASFEATE
DR - GG GP CHARLESTON Wamed 1. JAH- 1980

TS ST T T

DEFPENDENCY DATA
wan B o T OCAM, BT ROV AT
EENELKMAE pertnter YES  parcor ot 15861668 mormapemcrpans SIJAH.FERD LA Toesee Sedine
Wik Smith, Jobha 4 SOOCAN B CARATY R 12745678

tEAHFLERRE DEPRPEET YIS DAIFOF BRTH J0-AUG- 1Rl eFeele iy DAlF J3-AUG-FR ARLATEsS s San

WAL e e, D EOCIM, EECUEITY VIR BETESA11T
| EAMELEMAE DEPCHOEET YES  paTcor pem MMMV mrmaprwor DA WoBRY. we peoamonses Dl

auy SOOI, EE AR R
| BN ELICHAE DEPE MO [RTE OF peem MEFEAH HCF AT LA TN
ok SOCM. BECEETY iR
o+ FAHFLOF DF PR T [6LTE OF BIRTH s Y AT L ERALE S
HALE SOCIM, BE DI RLVEER
P EEHELENALE DEPEHOE T [RTE OF PR OEFEACEHCF DAIT FLATIN R
Mk SN, B LT
FAHELEGHE [Pk mi IskIF OF FHTH EFE AL MY LATE HEL ik | e
ke SOCAM SR i
1| EAHFLEE DF P [ TF OF FIRTH Dl Y AT L ERALE U
Bup SOCIE, EETUITY ROV
| FEHELICHALE DEFEHOE T [T OF BT DEFEACH WO DATT FLATIN D
Ak EESTRITE Siby L EEs
FERHELETRE D8 PE O IS TE OF FHTH [EFEALE HOF AT EEFALE S C]

FOR CG PERSONNEL SERVICE CENTER USE OMLY

This il ol i olionwineg family resmibeni fas bess seviewsd by PSC L GL in sccondancs Wi 186 0 Pay Maneal
COMDTHET W20 Hs ks Tha famy msmbsrs )| bled Selos ore approvead Tor BAH s ki By oommercing on he dalesds) indoried:

HER: OATE MER O&TE HER: DATE

HEBH O/TE MER OaJE HBH: LWATE

PEC APPROVAL SGNATURE: DATE:
MEMBERS CERTIFICATION

By signalere bebow, | oty thial | am supporing T deponcdens ke obova anid | el solify my Commarideg O NesnTos in Chags of amy
changes in fopendoncy sius. | am awars Thal making Faks sislomants ona clim agaired e LS. Gowsmmant s pun iehabla by oourt-madtial
Tha ponalty for silluily reaking o Teks daim B A macimen e of S100800 o masimen imprisonment of S years., of both (ULS. Cods, Tk 80,
Section AT | hurdher com byt | hav seraerasd all onimee on This Torm ane by sgraviuns: bolom. tha: invorm sbon conlaesed harson & comac

SINATURE OF MEMEER: DATE:

COBFGEN  Frocass sl oe s el
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Dependency and Emergency Data

Procedure

Start Internet Explorer, sign into PeopleSoft (note, see the Signing In topic in the Using
PeopleSoft section if you need help getting started) and follow these steps to complete this

procedure.
Step  Action
1 Select menu items in the following order (note, see the Basic Navigation topic for help on using

menus):

Administer Workforce > Administer Workforce (GBL) > Use Dependency/Emergency Data

2 The Dependency/Emergency Data Activity Guide will display. Select the Print a
BAH/Dependency From for a Unit link
L'l}“H? Print a BAH/Dependency Farm for 8 Unit
Lisa this ink fo pnnt a BEHOepsndency #orm 1or 2 pasbodar uni
3 The Run Control ID Entry Page will open in a new window..

C.g P (gl T

Find s Exiunineg Valus

- <-Initials
—

If this is the first time you have used this process, click the Add a New Value link.

£y s e 1. Enter your initials in the Run Control ID
Bkl @ Miwe Waliie block.

1
Hl 2. Click the button.
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Step
4

Dependency and Emergency Data

Action
The Run page will display.

R TR ey Ll

LU EE 1] L

Py | 7 BIE &y

1. Enter the Department ID of the unit you want to generate forms for.

e You can use the Q) button to lookup the Department ID if necessary. See Search Tips
for help.

o Use the Search By Operational Facility Code (OPFAC) or Search Description Option to
locate department IDs

Example search by OPFAC

Homs = Agrmimizier Wordorce = Admirester W idoron (GE

Lookup DeptiD

Swamnch By [opemtonal Faciiy Coss =]
Operaional Facliy Code I." s
| Lookup | Cancal | Bifwameag LoDsiif

Search Results

r R nonee3 CG0 EXGHT

1iog 002488 D PUBLIC AFF4H
71108 00z24Rs [ C: MR STEFF
iii08 onzesE [ PLAMPIING OF1
riioe ooz&ar [ OFERATIONE |

Example search by description
Searth By |r"F¢||'| plinn ‘:J

Dasceiptinn %04

[Cancel | Adwancad Loclug

Cearch Regults

O RS DETRE ST] O0nedzi oA
BEADM B LIS 48] apasng (=ic] )
D6 ATOMESAS MGMT BENCH 02888 CGA
[ BRIDGES (080 002500 Cos

2. Click the e button to begin processing.
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Dependency and Emergency Data

Step  Action |
5 The Process Scheduler Request page will display
Process Scheduler Request
User Ik RIETBO4E Fumn Contrad ID; RAE
Server Name: [ S T I
FLCImE el o [ - 150753
Thres Zome: - Resel o ClErant DalaTime |
Sebect  Description Process Nanee Pioscess Type e 'Foumisa
F  COABORPT COASORFT S0R Report [web = |cav =
6 Select Web from the Process Type drop down menu.
7 Select PDF from the Format drop down menu.
I —
*Eormat PDF = Adobe Acrobat
4=10) -
HF
HTM
LP
OTHER
FDF
P
SPF
8 Click the OK button to launch the process and return to the Process Scheduler Request page.
9 Click the Process Monitor link in the upper right-hand corner of the Process Scheduler Request

page.

Baporl Managar Process Monitor |

[Frocess Inslance 11072 |

The process instance i'is added
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Dependency and Emergency Data

Step  Action |
10 The Process Monitor page will display. Click the Refresh button periodically until the Run Status
shows "Success" and the Details link is active. It could take some time for the status to change if
you are running a large report or the system is heavily loaded.
Horee = FeapleToots = Process Momor = [nguire = Precess Requests
Process Lisl
Usir: IEIETGI:LE- G Type: | *"l Last: |_ Dars *| Refrash
server: [FELNY =] stams: | =] mstance: [ |
™ Wiew Job Hems
Instance Se, Process Type PaocEss Mame (1517 Poamy Dt Tirnwe G Fim Satis Details
4TE108 SOR Report COAS0RPT REETE04E F/ZB2003 150759 EST Success Delags
11 Click the Detalils link. The Process Detail Page will display. Click the View Log/Trace link.

Process Detail

Instance: 47TE108 Type: SOR Report
Mame: CGASQRPT Description: CGASORPT
Run Comtrol ID: RAE c
Location: Server &
[

Server: PSLIMS i e Sttt

T Delete Request
Racirrance: '.-.
Request Created On: 01/28/2003 1514:55 EST FParameters Transfar
Fun Amytime After: 012802003 1507 .59 EST Message Log
Began Process At: 0172802002 151501 EST Batch Timings
Ended Process At: 01/28/2003 151510 EST View LogTrace

oK | [ Cancel |
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Dependency and Emergency Data

Action |

Step
12 The Report Log Viewer page will open in a new window. Access your report by clicking the link
with the report name and number in it (In the example below, cg4170dp 610219.PDF is the link
to the report).
w ReportLog Viewsr
lmstamee: &10219 .r'ap-l- ':\LR Ri
Name: CG41 7008 Fon Cwil 1D RAE
Statns: Surcess Sabmitted By RIETSD
Server: PELIMNX Recorrence:
CG4170DP
1306 2003-10-07
S S— bytes  16:47:40
a7 2003- L0-07
Trace Fie bytes  16:47:40
" 13959 2003-10-07
Cg4140dp b10J149.P0E bytes 16:47:40
Note: You can also save the report to your local system at this time by clicking the right mouse
button and selecting "Save Target As...". You will be prompted to select a location to save the file
to.
610219 [""r 1395'9 100‘3111“1
'n-l- n firss Wi
Prict T
13 - - : B &
Your report will open and display in the web browser. Use the buttons in the Adobe
Acrobat reader to save or print the report.
- - B-F - R A - - MR
i 4 F Bl & 3 -aﬁﬂﬁ O -
é e BAHIMEFEMDERCY DATA
?_ [T - CmiluEmimi Mok P O aHDA
IE i - 1L L Ok B T = .
E,_i EFERDENC T DaTa
IF LR T SR - A i b
Wl 5 .
14 Close the Report and Process Monitor windows
15 Select another activity from the Dependency and Emergency Data Activity Guide page.
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Dependency and Emergency Data

Update a Person’s Emergency Contact Information

This section provides the procedures for adding, updating and removing Emergency Contacts for
members who do not have access to PeopleSoft self-service.

Emergency Contacts are persons, the member designates, who are to be contacted in the event
of an emergency. Any person entered as an emergency contact may be contacted in the event
the "Primary" contact cannot be reached.

Emergency contact information will be printed on the Emergency Contact Information report. The
report can be printed for an individual or for all members of a unit.

Procedure

Follow these steps to update Emergency Contact information.

Step Action

1 |Click the Update a Person’s Emergency Contact Information link on the
Dependency/Emergency Data Activity Guide.

2 |A search page will appear. Enter the member's employee ID number or other search

criteria (see Employee ID Search Tips) and click the == button to select the
member you wish to display.

When choosing a member from the search results, please be sure you are
choosing the person you actually want to change data on. Verify the employee ID
or national ID before making any changes.

3 |The Employee Emergency Contact page will display. There are two tabs on this page.
1. The Contact Address/Phone tab (displayed first) allows you to enter the
Emergency Contact's name, relationship to the member and address.

2. The Other Phone Numbers tab allows you to enter the Emergency Contact's
phone numbers.
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Dependency and Emergency Data

Step Action

4 |Complete/Update the Contact Address/Phone tab.

Harmg = fdminisber Woskionee = Admindsber Workioree = Use = Emergency Comact

i Contacd AddressFhone  OlRer Phana Humbers

Employea o

“Contact Name: [Lastriame, Frstiiame, | ==
“Redaticnship to Employes: Spouss X I Primary Contact

[+ Same Address Phane as Fmployee
Cotimrhiyg l_ Linded Stales
Adelress 1 | 4.3 My k
Adddress 2 |
Address 3 |

P |

County; | d Postat b 1E
State: California

il Swvm] (5 Rt 8o Seaech)
Confact AddresssP hone | Clher Phone Murnbers

Field/Button or Description/Instructions
Link

If the member has more than one Emergency Contact on file, this
link will be active. Click it (or the arrow buttons) to view additional
Emergency Contacts.

T+ If you are adding an additional Emergency Contact, click this
button to insert a new row

E If you are removing a Emergency Contact, click this button to
delete the row. Note: If you delete the only Emergency Contact,
the system will not allow you to save until you add a new one. At
least one Emergency Contact entry is required.

Contact Name Enter the Last Name followed by a comma (,) the first name
followed by a comma and a space then the middle initial or middle
name.

Example:
Smith,John J

Relationship to Click the drop-down menu for a list of relationship types. Click on a

Employee relationship type to select it.

Primary Contact Check this box if this is the Primary Emergency Contact for this

(checkbox) member. Only one Primary Contact is permitted.
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Dependency and Emergency Data

Step Action

4

Same Check this box if the Emergency Contact and member reside at

Address/Phone as |the same address. The remainder of the address information will

Employee automatically be filled in.

(checkbox)

Country :ﬂ Defaults to USA. Click the :ﬂ to lookup country codes for other
countries if the Emergency Contact does not reside in the USA.

Address (1 through |Enter the mailing address (street, P. O. Box number, etc.) on these

3) lines.

Phone Enter the primary daytime telephone number for the Emergency
Contact. Additional phone number can be entered on the next tab.

City/Province This field will change from City to Province depending on the
country selected. Enter the city or province Emergency Contact's
mailing address.

County Not required. Enter the county if known

Postal Enter the Zip or Postal code.

State :ﬂ Enter the standard two-letter state abbreviate code. Click the :ﬂ to
lookup codes if necessary.

5 [Click the Other Phones Tab to enter additional phone numbers for this emergency
contact or click the & save] button if there are no additional phone numbers or
Emergency Contacts to be added.

6 [Complete/Update the Additional Phone Numbers tab.

Contact Naime: i Johin J =]
Relationship to Employes: Cihar T Primary Contact

& Emed gency Lo i At First (4] o1 L] & At
“Phiaiw Type Phioiie

L __N [ =

Field/Button or Link |Description/Instructions

If the member has more than one Emergency Contact on file,
this link will be active. Click it (or the arrow buttons) to view
additional Emergency Contacts

|i| If you are adding an additional Emergency Contact, Phone
Number and a blank row is not already displayed, click this
button to insert a new row

IEI If you are removing a Emergency Contact phone, click this
button to delete the row.

Phone Type Click the drop-down menu for a list of phone types. Click on a
(drop-down menu) phone type to select it.

Phone Enter the phone number, area code first.
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Dependency and Emergency Data

Step Action

7 |[Click the Contact Address Phone Tab to enter additional Emergency contacts or click the

& save] button if there are no additional phone numbers or Emergency Contacts to be
added.
Carefully review the data you have entered before saving this transaction. Be absolutely
sure all that all the data is correct and that you have not made any typographical errors.
Be sure you entered the correct employee ID number when you began this transaction. If
you have any questions or concerns, cancel the transaction and ask for help.

You may now close the window and return to the Activity Guide to begin another transaction.
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Print Emergency Contact Information By Employee ID

Introduction

This section provides the procedure for printing a member's emergency contact information. The
report includes the names, addresses, phone numbers of people the member has designated to
be notified in the event of an emergency.

Department of Homeland Sscurity EMERGENCY CONTACZT INFORMATION
U.E. Coast Guard

Computer-G=nsratsd

EMPLID. 1234E&87 Rank/Rate=: ¥YN1/ES Ham=: Emith, Eean T.

Duty Etation. 0D0E5Z-CGE IEC 2T LOUIE Eerwvicing HR Eite: DODEEZ-05 IEC ET LOULE

Marital EStatus: Married

In case of emergency, please notify the following people:

Primsry Contack:

Hame: Emith, Ter=sa W Relationship: Epouse
Address: 122 Any Etre=t Fhone: BEE/EEE-1212
TOPEER, EE E66144D017
Other Phon=s: Typs Humber
Busin=ss CGL/LGE-1235
Home= LGESCGE-1234

QOther Contacts:
Hame: Smith, Kirk A. Relationship: Father

Addre=ss: 400 OJak Tr=e= Lan= #2 Phone=: 304 /223-1234
ANYCITY, LA 70000

QOther Phon=s:

Home= I154/223-1234
Hame: Jun=s  Lindam=srie L. Relationship: Mother
Addre=ss: 223 MY ETREET Bhone: EGLS123-1234

HOUETOM, TX 77042

Jther Phon=s: Typs Humber

Busin=ss CCL/dE1- 4444

C=llular CCCF123-EGGG

Hom= EGE/123-1234
Hame: Emith, J=ffr=y F. Relationship: Eon
Addre=ss: 123 Any Stre=t 312 Phone=: EELSCEE-5114

TOPEER, EE EBEE144017

Hame: Smith, Marcus P. Relationship: Next of Kin

Address: 3202 CATFIEH HCOLLOW LANE Fhone=: D9EB/LEL-14E8
HOUETCOH, TX 7T7JER2

Other Phon=s: Typs= Humber
Busin=ss CoLSLECC-J4CE
Hiomes 098 EEE-J4EE

Date Printed: 10 0B/ /2003
Sample report.
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Dependency and Emergency Data

Procedure

Start Internet Explorer, sign into PeopleSoft (note, see the Signing In topic in the Using
PeopleSoft section if you need help getting started) and follow these steps to complete this

procedure.
1 Select menu items in the following order (note, see the Basic Navigation topic for help
on using menus):

Administer Workforce > Administer Workforce (GBL) > Use Dependency/Emergency
Data

2 The Dependency/Emergency Data Activity Guide will display. Select the Print
Emergency Contact Information by EMPLID link

Liﬂkﬁ:’ Print Emergency Contact Information by EMPLID

I =& this link to print a specific person’s Emergency Contact Information form.

3 The Run Control ID Entry Page will open in a new window.
If you have used this process before, enter your initials in the Run Control ID block

and click the -

<l putton.
Cg Run Cgd170

Find an Existing Value

Run Cantrol 10|

Seanch | Advanced Search <-Initials

Adld 3 e Yalus

e If this is the first time you have used this process, click the Add a New
Value link.

Cg Run Cgd170 1. Enter your initials in the Run

Add a New Value Control ID block.

2. Click the button.

Feun Control 10: |

Sk

Eingl an Exigting Yalug
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Dependency and Emergency Data

4 The Run page will display.

Home = acdmenisler Wokdores = Admirksier Yorkiorge = Rapor = Co Rum Cg4170
| PFun CO-4170 N
Fun Comrol iy RAE Hepord Manager Frocess Maonitor Run
Langusage: Englisk "'I
“Emplily; i =1
1. Enter the Employee ID of the member you want to generate an Emergency Contact
listing for.
e You can use the Q) button to lookup the EmplID if necessary. See Search
Tips for help.
. Fun . .
2. Click the button to begin processing.
5 The Process Scheduler Request page will display.
User I RIETE046 Fun Contral I0: SAE

Sarver Nama: FELIME Tl Run Data: W m)
Recurence: ]‘ Feusn Time: W
Tine Fome: s Resel o Currend DateTime |

Select  Description Process Name Process Type Type “Farmat

F  Cca_2170 Co_4170 8GR Repart m'| FOF = H
In the Server Name field, click the drop-down menu and choose PSUNX. Change
the *Type field to "Email". Set the *Format field to "PDF".

‘Type ‘*Format

[Email =] [rOF =] i@

Note: You can select the "WEB" type if you would rather have the report available
on the Reports Server. See the Using Process Scheduler Web Option topic
for more information.

If you selected Email you can click on the Distribution icon &1 to add additional

addresses and customized the email message. This step is not necessary if you

have your business email address entered in the system, the report will automatically
be mailed to your business email address. Use this feature if you want to email the
report to other addresses.

The Distribution Detail page will display, scroll down to the E-Mail Only section and

enter the subject, text and e-mail address for the message:
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Dependency and Emergency Data

5 .
Email Subject:
}This iz the Subject Line ofthe E-ail Message :i

Message Text:
iEnter any message text ';.ﬂ:uu weould like to add to the E-mail. :j

Email With Log [
Email Address List:

wour_email@your_email_address.mil _ﬂ

Insert additional email addresses in the Email Address List box. Separate entries
with a (;) e.g. "jjohnson@unit.uscg.mil;tsmith@unit.uscg.mil.

Click EK_i to continue. You will be returned to the Process Scheduler Request page.

Click EK_i on the Process Scheduler Request page.
6 The Run page will display again. A "Process Instance" nhumber will appear under the
Process Monitor link and the Employee ID number will show in the EmplID field.

{ Run C=4170 L

Fun Condrol I;  RAE Banorl Manager Brocess Monitor |

Language: I:'"“ﬂ"-‘fh '1 [Frocess Inslance 11078 |

The process instance #-is added

['EmﬁlID.‘ ||_1r_|55|3q|_=t @) | The employee ID # is filled in:]

If you selected "Email" for the type, you may exit the application by closing the
window and returning to the Activity Guide. The report should arrive via e-mail within
a few minutes.

You may now close the window and return to the Activity Guide to begin another transaction.
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Print Emergency Contact Information for a Unit

Introduction

This section provides the procedure for running the Emergency Contact Data report. The report
includes the names, addresses, phone numbers of people the member has designated to be
notified in the event of an emergency.

Department of Homeland S=curity EMERGENCY COMTACT INFORMATION
T.E. Coast Guard

Computesr-G=n=ratsd

EMPLID: 1234E57 Rank/Rate: YNL/E& Ham=: Emith, Eean T.

Duty Etation: ODIESZ-CG IEC ET LOUIE Eervicing HR Eite: DODEEZ-0G IEC ET LOUIE

Marital Etatus: Married

In case of emergency, please notify the following people:

Primary Contact:

Hame: Emith, Ter=sa W REelationship: Epoune
Addr=ss: 123 Any Stre=t Phone : GGE/CEE-1212
TOPEEA, EE EG6E144D017
Jther Phon=s: Typ= Humber
Busin=ss CGCfCGE-1235
Home CLEFEGL-1234

Qther Contacks:
Hame: Emith, Kirk A. Relationship: Father

Addre=ss: 400 Oak Tree= Lane #2 Fhone: 364 /223-1234
ANYCITY, LA 7D0DQ

Jther Phons=s:

Home IC4/223-1234
Hame: Jun=s  Lindamarie . R=laticnship: Mother
Addre=ss: 222 MY ETREET Fhone: EGES123-1234

HOUETCH, TX 77042

Jther Phon=s: Typs= Humber

Busin=ss CEC/JEl-4444

Ce=llular ECEf123-E555

Hiorme EGES123-1234
Hame: Emith, J=ffr=y F. Relationship: Eon
Addre=ss: 1231 Any Etre=t 312 Phone=: E5E/EGE-5114

TOFEEA, EE  EBSE144D17

Hame=: Emith, Marcus P. Relationship: HNext of Ein
Addre=ss: 31202 CATFIEH HOLLOW LANE Phone: D9B/EGL-14E4
HOUETCH, TX 7T70E2
Jther Phon=s: Typs= Humber
Busin=ss CGCfEGE- 31456
Home D98/ ECE- 3458

Date Printed:lo0/08/2002
Sample report.
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Procedure

Start Internet Explorer, sign into PeopleSoft (note, see the Signing In topic in the Using
PeopleSoft section if you need help getting started) and follow these steps to complete this

procedure.
Step  Action
1

Select menu items in the following order (note, see the Basic Navigation topic for help on
using menus):

Administer Workforce > Administer Workforce (GBL) > Use Dependency/Emergency
Data

2 The Dependency/Emergency Data Activity Guide will display. Select the Print Emergency
Contact Information for a Unit link
Li"kﬁ:’ Print Emergency Contact Information for a Unit
LIse this link to print all of the Emergency Contact Information forms for a particular unit.
3 The Run Control ID Entry Page will open in a new window.

If you have used this process before, enter your initials in the Run Control ID block and

click the A putton.

Cg Run Cgd170

Find an Existing Value

Run Cantrol 10
Search | Advanced Search <-Initials

Al 3 Mew Valus

e If this is the first time you have used this process, click the Add a New Value

link.
Cg Run Coi70 1. Enter your initials in the Run Control
Add a New Value ID block.

2. Click the button.

Fun Cankrol 10

A

Find an Exisling Yalug
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Step
4

Action
The Run page will display.

Dependency and Emergency Data

Home = Administer Workforce = Administer Workforce (GEL) *» Report = CG-4170A by DeptD

C64170 by Dept
f ¥ Dept

Fum Conrol ID;~ FHAE

Deptiny; |000450 QJ

Report Managet Proces i

1. Enter the Department ID of the unit you want to generate forms for.
You can use the Ql button to lookup the Department ID if necessary. See Search

[ )
Tips for help.
[ )
Option to locate department IDs
Example search by OPFAC
Lookup Deptil
e b Iy I Smerrdan sl Fan By Cade :]
CprriaaniF ooy Cade I L]
L bw I [ 1= I Bl el | (i
Eaarch Henu=s
TEain GieEE  CooD ERHT
TLIEE (el L] DEFLELE AFTAF
Akl (LIHE DI ETAFF
FLIDN [Liml]]d DE FLANND O
L] (L DEORERSTENMEI
Example search by description
Seanh By |Descipion :J
Description: PRl
[ Lookam | [ Cancel | Sdvancis Logks
Search Results
o CER DETACH BT 0 24 Rl
DEADRIN DA () D0E0] CoA
LS ATONSWY MGWT BRMCH DO2455 CA
DG RO B (O4) LIFe e (RELS
. Fun . .
2. Click the button to begin processing.

Use the Search By Operational Facility Code (OPFAC) or Search Description
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Step  Action
5 The Process Scheduler Request page will display
Process Scheduler Request
ser i0: RIETEO4E Fan Copdrod I0; RAE
Servel Naime: [ - | o [02EE003 [
FoecimE eice; = e 150758
T Zone: Iﬁ Resatin CuErant BEiaTIime |
Selec!  Desoripbon Process Naee Piocess Type Type "Founie
F  COASQRFT COASORPT B4R Report Wb = cay = Ei
6 Select Web from the Process Type drop down menu.
I
Type
Yiebh -
Email
Filg
Files
TE—
7 Select PDF from the Format drop down menu.
Farmal PDF = Adobe Acrobat
= B
-:-
T |
LF
OTHER
|
-
8 Click the OK button to launch the process and return to the Process Scheduler Request
page.
9 Click the Process Monitor link in the upper right-hand corner of the Process Scheduler
Request page.
Frocess milaes 1107
L The procsws imvisncs Irh adidad
10 The Process Monitor page will display. Click the Refresh button periodically until the Run

Status shows "Success" and the Details link is active. It could take some time for the
status to change if you are running a large report or the system is heavily loaded.

Hone = FeapleTooks = Process Mondar = [noulre = Precess Requesis

Procass Lisl

User: ﬁEIETG[iEm G Type: "ll..m: l_ Dars =] Refrash
Senver: |FELING =] Fum stans: | =] mstance: | |

I view Job Hems

Instace Soqq. Process Typs PaoceEss Man [1ET] Feimy Drsit i Tl g Dt ails
£TE108 SOR Repodt COASORPT FIETH04E 0172E02003 15:07:59 EST Surcess Detads
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11 Click the Details link. The Process Detail Page will display. Click the View Log/Trace
link.

Process Detail

Instance: 476108 Type: SOR Report
Mame: CGASQRPT Description: CGASORPT

P Control ID: RAE

Location: Server
Server: PSLIN
Recurrance:
Request Created On: 01/28/2003 15:14:55 EST Parameters Transfar
Run Amtime After:  01/28/2003 150759 EST Message Log
Bagan Process At:  01/22/2002 15:15:01 EST Batch Timings
Ended Process At 01/28/2003 151510 EST View LogTrace
0K | [ Cancel |
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Step
12

Action
The Report Log Viewer page will open in a new window. Access your report by clicking
the link with the report name and number in it (In the example below,
cg4170dp_610219.PDF is the link to the report).

p Report/Log Viewer

Instance: 610219 Tvpe: SQFR R
Name: CG4170DP Run Cntl ID: FAE
Status: Success Submitted By: EIET60
Server: PSUNX Recuarrence:

CG4170DP

1308 2003-10-07
bytes 16:47:40

87 2003-10-07
bytes 16:47:40

23959 2003-10-07
bytes 16:47:40

Message Log

Trace File

cg4170dp 610219.PDF

Note: You can also save the report to your local system at this time by clicking the right
mouse button and selecting "Save Target As...". You will be prompted to select a location
to save the file to.

. 23959 2003-11
nE
610219.P e 47:4

Open in New Window

Save Target As...

Print Target

13

Your report will open and display in the web browser. Use the buttons A S in the
Adobe Acrobat reader to save or print the report.

14

Close the Report and Process Monitor windows

15

Select another activity from the Dependency and Emergency Data Activity Guide page.
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